Getting Started...with CANVaS 2.0
Designated Super User/Report Administrator (Local Administrator)

This document is a basic outline for existing CANVaS DSU/RAs. For a full explanation of how to use the
CANVaS 2.0 website, please refer to the CANVaS 2.0 User Manual. For assistance contact the CANVaS
Help Desk at 1-877-727-8329 or by e-mail at canvas@rcrtechnology.com

If you are an existing Designated Super User/Report Administrator for CANVaS

Your account(s) and any assessments you have entered will transition to CANVaS 2.0.
Case manager account(s) and assessments will also transition to CANVaS 2.0.

The CANVaS URL is https://www.csa.canvas.virginia.gov Users will be redirected from the existing
CANVaS URL to this one.

The log-in page looks like the below screenshot.

Enter your existing CANVaS user name and password.

Click on “Log-in” on the menu on the left side of the page or simply click on “enter.”
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The next page (the home page) looks as follows:

[ ] i
I P+ & @ sankrage | canvas20 % | @ canvas B sparicdssinginia.gov B8 Admin Pane! | Praed Found. | ok A

File Edit View Favorites Tools Help

25 @ Search Results - Virginia D... [Jl http--sparkdssvirginiago... [l htip--sparkdssvirginiago.. & Richmond Animal League . 7 aboutblank & hitps--www.ecmirginiam.. ] CANVaS - ~ < gm v Page~ Safety= Toolsw g~

Sue Whitehouse

CANVaS2.0 Commonwealth of Virginia

MyLocations

Home
News

Documents

Log Out Welcome to CANVaS 2.0!

CANVa$s 2.0 is the online application of the Virginia Child and Adolescent Needs and Strengths (CANS ) assessment, the mandatory uniform assessment required for all children and
youth served by the Children’s Senvices Act (CSA) (§2.2-5200 et. seq.). This site is intended solely for the use of authorized local public agency (department of social services, court
sefvices units, community services boards/behavioral health authority, school divisions and CSA) staff.

For more information about the CANS and CSA, visit www.csa virginia.gov or contact the Office of Children's Services at csa.office@csa.virginia.gov.
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Because of the conversion from CANVaS 1.0 to CANVaS 2.0, you will be asked to create a new secret
question/answer. Please follow the on-screen prompts to do so.

You will then also be asked to agree to the CANVaS 2.0 User Agreement. You must read the agreement
and check the box. You may also print the user agreement. Please be sure you understand your
responsibilities regarding access and use of CANVaS 2.0. Access to CANVaS 2.0 may be revoked at any
time by the system administrator. Failure to honor the user agreement will result in loss of access to
CANVaS 2.0.

Next, click “Activate Account” in the lower left-hand corner of the screen.
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under which access to CANVaS is granted. (Failure to check this box will terminate the request to
create an account )
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You will be returned to the home page to access your account(s).

Case managers with existing CANVaS accounts will also be required to re-set their Secret
Question/Answer and read and acknowledge acceptance of the Individual Confidentiality and User
Agreement.

If you are a Local Administrator in only one locality you may now access your account to complete all the
necessary functions (e.g., search and/or add users and children, create assessments, print assessments
and other reports). Skip to page 5.

If you are an existing local Administrator in multiple localities, your accounts will have been merged.
To access one, do the following:

e You will notice on the upper left side of the screen a tab entitled “My Locations.”
e C(Click on the tab to “Choose Location.”

® You may only access one location at a time.




ER SR

P - | @ siankpage | canvas 20 x | (@ canvas | sparkdssvirginiagov Admin Panel | Praed Found. 0
e

File Edit View Favorites Tools Help

» X -
5 @] Search Results - Virginia D... [Jll http--sparkdssvirginiago... || http--sparkdssvirginiago.. @] Richmand Animal League . ] aboutblank & https--vwww ecmvirginiam.. §] CANVaS 5 v (< g v Pagew Safety~ Tools~ igh~

Whitehouse

CANVaS20 Commc
My Locations Ghange Password

Welcome Home
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Log Out Welcome to CANVaS 20!

CANVa$s 2.0 is the online application of the Virginia Child and Adolescent Needs and Strengths (CANS ) assessment, the mandatory uniform assessment required for all children and
youth served by the Children's Services Act (CSA) (§2.2-5200 et. seq.). This site is intended solely for the use of authorized local public agency (department of social services, court
services units, community services boards/behavioral health authority, school divisions and CSA) staff.

For more information about the CANS and CSA, visit www.csa virginia.gov or contact the Office of Children's Services at csa.ofice@csa.v
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hitp://canvastst.csavirginia.gov.444/Users/UserlocationChoice.aspx?nav=ul

When you click on “Choose Locations” the display will show all localities for which you have an account.
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User Name

Locations to choose fom.

King Wiliam 12/01/2016 12/01/2018
Richmond City 1210672016 120672017
Appomatiox 1211972016 1211972018

Grayson 01/18/2017 01/18/2023

This user is listed as a DSU/RA in four localities.




Mouse over the bar for the locality you wish to select and click on the bar. In the screenshot below, King
William has been selected.
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My Locations

Home
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Documents First Name
Log Out Last Name
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User Name

Locations to choose fom.

King William 'DSUR 121012016 120172018
Richmond City 12/0672016 12/06/2017
Appomattox 1211972016 12/19/2018

Grayson 01/18/2017 01/18/2023

You will be returned to the home page. Please note the three tabs (Administrator, Child and Reports)
along the top of the screen.

If you are a DSU/RA in only one locality, you will see these three tabs on the top of the screen when you
log in.
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There are two options to search for users on the “Administrator” tab (“Global User Search” and “User”).
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If you select “Global User Search” you may search for a CANVaS user anywhere in Virginia.
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Click “search.” The display will show all users statewide who meet those criteria selected. The users will
display in a table with first name, last name and status of “Active” or “Inactive.” Remember, users
should never be deleted from CANVaS as the assessments that user entered will also be deleted.

Instead, users who no longer need access are deactivated.
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Or on the Administrator tab, you may select “User.” This table displays all the users for this locality. First
and last name, user name, e-mail address and status (active or inactive) are shown. (Individual user

information is blocked for the below screenshot.)
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How to Add a New User

Existing CANVaS user accounts and assessments from CANVaS 1.0 will transfer to CANVaS 2.0. But how
do we add new users in CANVaS 2.0? With CANVaS 2.0, instead of signing, collecting and sending case
manager agreements to the Help Desk, you will create the local user’s account in CANVaS.

Users will need to complete a one-page form (“Request to Create a New Case Manager Account”) and
send it to you, along with a copy of their CANS certification(s). You will use this information to create
the accounts.

As with CANVaS 1.0, the first step for a prospective new CANVaS user is to complete the training and
certification process found on the Praed Foundation’s training site at www.canstraining.com Once

certified, the user should print a copy of his or her certification. A new one page form “Request to
Create a New Case Manager” account must be completed and signed by the staff person and his or her
agency supervisor. The new staff person must submit this completed form and a copy of his or her
certification to the local Administrator, the DSU/RA.

So, what does the DSU/RA do then? How do you create an account? Fortunately it’s easy.

Once you have determined the user does not exist in the CANVaS system (through the search features
above), you should

e Go to the listing of all users in your locality (“User” tab under “Administrator”)
e Click on the “Add” button at the bottom of the screen.
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http://www.canstraining.com/

The “Add User” screen will display.
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Documents

PRAEDID
Log Out

Mote: Required to perform an assessment
First Name *

Last Name *

Bitth Date -

Gender™ | Select Gender - R

User Name *

E-mail Address *
Motile Phone

Regular Phone
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Enter all of the required (*) information for this user. Be sure to enter the user’s e-mail address (not
your own). The new user must provide a user name on the request form. If the user name selected is
already in use, a message will display “User Name exists; please create/enter another User Name.”

Do not enter the PRAED ID on this screen.
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Log Out
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First Name * Carol

Last Name *

Wilson

Birth Date

Female e

User Name * cawilson

E-mail Address * carol.wilsonid:
Mobile Phone

Regular Phone

=~ indicates required field
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Click “Save”.
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Next enter a location and role for this user. As a DSU/RA you may only add case managers. The locality

tab will default to the current locality (in this case

“King William”). The “start” date defaults to today’s

date. Do not enter an end date. (This is not the certification expiration date.)
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You will be returned to the user’s information page. King William is now listed as the user’s locality. At
this point, click “Edit.” ***VERY IMPORTANT*** On the user’s printed certification, there is an “External
User ID” provided. Please enter this number in the PRAED ID box on the “Edit User” page. This is not
the same as the individual’s certification number or certification date. However, if this number is not
entered, the system will not be able to capture the user’s certification information or update the user’s
CANVaS account when the user recertifies.

This page will also provide a temporary secret question and answer for the user.

The user will receive an e-mail with a link to create log-in ID within seconds of your completion of the

location page. If the user does not receive the e-mail, there is a “Resend Activation E-mail” you may
click to try again.
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Gender* [ oo j !
User Name *
Secret Question * What is my temp password?
Secrel Answer* | kaViit3s
E-mail Address * | carol wilsongcsa Mrginia gov
Motile Phone
Regular Phone

User Create Date
Last Updated By
Last Updated Date

Password Updated Date

*indicates required field

The e-mail the new user will receive looks like the below screenshot.
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From: csa.itsupport@csa.virginia.gov
To: # Wilson, Carol (CSA)
cc Dorsey, Roy (CSA)

Sent: Tue 2/7/2017 4:16 PM

Subject: Complete your CANVaS account activation.

Hello Carol Wilson,

Your CANVa$ account has been created. Please Use the following link to activate your account:
You will need to provide the following information to activate your CANVa$ account.

Username: cawilson
Password:  ka¥fit3S

You will be prompted to change your password and update your security question upon activation of your account.
Visit the following link using the information provided above to complete the account activation

http://canvastst.csa.virginia.gov:444/LoginMaster.aspx ?username=cawilson&temppass=kaYfit35&fname=Carol &lname=Wilson

NOTICE OF CONFIDENTIALITY: This email message, including any attachments, is for the sole use of the intended recipient(s) and may
contain confidential and privileged information. Any unauthorized review, use, disclosure or distribution is prohibited. If you are not the
intended recipient, please contact the sender by reply email and destroy all copies of the original message.

@ See more about: csa.itsupport@csa.virginia.gov.

The user must click on the link. He or she will receive the following page.
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Log Out

Temporary Password

New Password

Canfirm Password

Please Create 2 New Secret Question and Answer

Secret Question

Secrel Answer

CANVaS 2.0

Individual Confidentiality and User Agreement
This form shall be read and signed electranically by an emplayee of any local
public agency (Department of Social Sesvices, Court Services Unit, Community Senices
Board/Behavoral Health Authority, schod district or a local Children’s Semvices Act
employee) wha v 0 establ nt in CANVaS 2.0 for his/her job functions
This agreement states the requirement to maintain confidentiality and documents the
employee’s agreement to abide by the system rules. For additional information, please
refer 1o the "Procedures for Access to CANVaS 2.0° document which may be found at
hitp:/www. csa virgnia gowhimlPolicies_and_Procedures_for_Access_and_Use_of CANVaS_Version

[ By checking this box, the User requesting access acknowledges and agrees 1o the above conditions
under which access to CANVaS is granted. (Failure to check this box will terminate the request to

create an account )

As you can see, the user must create a password and a new secret question/answer. He or she must
also read the CANVaS 2.0 Individual Confidentiality and User Agreement, and click the box
acknowledging that the user agrees to these conditions.

The user will then click “Activate Account” and will be directed to the log in page.

If the case manager works in multiple localities, if the DSU/RA is a DSU/RA for all those localities (for

example, Staunton/Augusta/Waynesboro) then that DSU/RA will be able to create the account and add
all three localities.

If the case manager works in multiple localities, but with different DSU/RAs, only one DSU/RA will need
to create the account. The DSU/RAs in the other localities will simply add their locality to the user’s
account.

How to Add an Existing User to Your Locality

If a case manager has an account in CANVaS in another locality, but needs to be added in yours, do the
following:

Search for the user using “Global User Search.”
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Select the user you want to add to your locality.

The View User page will appear.
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Virginia State administator 111032016 01/01/2020

Click on Add User Location/Role.




The following page will appear:
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Edit Location/Role
Documents Role® |Case Manager |

Log Out
State  Virginia

Locality * | King William ||

Start Date

End Date

*-indicates required field
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The system will default to “case manager” and the locality where you logged in. Enter a start date here.
An end date is not necessary. Click on “Save.”

The User ID page will appear. Under Locations” you will see “King William” has been added, along with
the start date. The system defaults to an end date six years in the future.
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Birth Date

Gender *

User Name *

E-mail Address *
Motile Phone
Reqular Phone
User Create Date
Last Updated By
Last Updated Date

Password Updated Date

Locations ~ Cenifications
START DATE END DATE

Case Manager 0210972017 02/08/2023

If the user is no longer working in the previous locality, the DSU/RA should be notified. He or she will
enter the “end date” for the user in that locality.

How to Add a User Certification for a New User

There are two steps in adding a user certification. One step is adding the Praed ID number. On the “Edit
User” page, enter the “External ID” number found on the Praed certification. This is important because
this number is a unique number associated with each Praed user. When the user with an active CANVa$
account recertifies, the Praed system will search for the CANVaS account with this external ID to update
the certification.

Initially, for new users only, the CANVaS Help Desk will add the certification expiration date to the
account. The plan is for local DSU/RAs to be able to add this directly to the system, but for now the Help
Desk will enter the certification dates for new users.

This document is a basic outline for existing CANVaS DSU/RAs. For a full explanation of how to use the
CANVaS 2.0 website, please refer to the CANVaS 2.0 User Manual. For assistance contact the CANVaS
Help Desk at 1-877-727-8329 or by e-mail at canvas@rcrtechnology.com

Office of Children’s Services February 2017




